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APPLICATION FOR RECORDS RETENTION SCHEDULE DR B R ARy OF f,T,Q;Tgm
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Pubhmtlon No. 76—RM~1 for instructions on completing this form. Forward signed originai to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta Georgia, 30334,

Attention: Scheduling Section. 4 - /
_ FOR AGENCY USE 1. Agency Address E - ‘..‘ ‘ FOR RECORDS MANAGEMENT USE
Appiication Date Dept. Natural Resources : Application Number
’ Cormissioner's Office-Rm. 815 7 ? q 2_
A Executive Assistant-Legal and Hearing . e
Apphfatlon r:umter | N ] 815 Trinity—WaSh' ton Bl dg. officer Date Received Date Completed
7 71 Atlanta, Ga. 303% _ MAR 17 1378 Mpy 231978
2. Person to Contact Workmg Tutle o Telephone Numt;éi
Karen Beam Cmfidentlal Secretary 656- 3503
3. Action Reguested _ - = e
a, Estabusn Retention Schedule; rq&:ord will continue to accumulate.
b. O Dispose of present accumuiation: no further accurnulation anticipated.
c. [0 Amend Application No. Check One: T) Change; O Superceds; 0O Void
| 4. Dates of Series 5. Records Series Title (followed by title used in office; if different] o
Earliest - Latest
1973 fo present Executive Assmt&nt Legal Subject F11es , .
6. Division and Office Functton What is the funct:on of the D:v:s:cn and the Office in WhICh this record series is created? )

Executive Assistant to the Commissioner of Natural Resources. Also Hearing Officer
for the Department. Attorneys review and execute contracts, hold hearings on
personnel cases. Legal consultant to all divisions of the Department

1

R a ——————.

7. Record Series Description This file contains the following documents finclude form numbers and trtles if any)
- Attach samples of the file.
Documents relating to: ~ Administering and dlrectmg the operatlons of the Executiwe Assistant-
Legal Offlce of the Commissioner of Natural Resources .

a—— U T " e el e e e

Included are: - o
Oorrespondence reports, studles research matenal contract agreen'ents

File isarranged:  Stbject files alphabetically.

8. MOnthly Reference Hata ' How often are records referred to which are:

One to six months oid _'-L_[.QQY__ Seven to tweive months oid _ZLQ&)L__. Thirteen to twentv -four months 010 i
twenty-five monthsandolder____ ... -

-

- . . '

9. Annual Rate of Accumulation of Hamrds ' :
Lettér-size drawers —__.____; Legal-sizedrawers _____ ... ___;Shelves _._6._.______.; Other (specify) —_ -

AR—50_71: Rev. 76 ' “(Over)




YES . No_ 10. Guestionna;fe (Place ari "X" in the proper eolumn)

a. s this the official copy of the series?

X If not, where is_it? , - N e e . —
% b. Does the series contain corr‘identiat information requiring security handling? If yes, site law or regulation.
. #}E__ . s this;V|“mTr;cord? i w - T _ ) i
x4 d Does this series have hnstorical or long term research value? R ] j 3}
. e. When one or two documents in the file make it necessary to keep tha entire file for a Iong penod could these
X | _ _ documents be scheduled separatelv?

. __t _Jithgmfgcmﬂm, oon_tatggglmh_ssgrjs;e,ver_nub,shed? If ygLanach cony. - — D
. Is the information contained in th:s series ever analyzed and/or recorded in a summarized report?
x If ves attachcooy, . .. .. _ — i
h. Is there a duplication of this series in yaur offuce ar in another offlce or agency? Dupl:u.catlon found in DNR
M ves. where? Commissioner's Subject Files and other lelSlonS of agencl. o i

X L Is this series for a major portion.of it! reqularly microfilmed? , e : . ]
L x| 1. Does the record series result in a_computer printout? N : -

11. Ratentlon Requirements _;l'he following requires the series to be kept: -
a. State Law _(..)_‘ _ years. d. Audit period 0 _years,
b. Statute of limitation ——years, e. Administrative need , 10 years,
¢. Federal law T i years. - f, “Federdi retentior instructions - 0 L =.years, ——

.

!OO

3

Attach coby or excerpt of laws or regulations. Explain administrative need.

For research work in preparing a present project.

_————— e o - a — - = » s T T

12 ~Aporaved Dlsposmon lnstructlons This agency recommends that the file series be cut otf at the end of each:
(X Catendar Year; O3 Fiscal Year; O Other — then,

B Hold in the current files area —month(s) —._ 2 ___vear(s): then
8 Transfer to local holding area, hold ~year(s); then

&d Transfer to State Records Center; hold - . __year(s); then

':} Destroy,

W Transfer to State Archives for permanent retention.

O Other (Specify)

‘These instructions apply to all prior and future accumulations of the series.

___gem{y Headl Designee (”' -nature) o Date Records Management Officer _(Signature) __Date

- D 4 I TM,M__ - e},’//f/ 7£
' : ~ State Records Committee {Signature] Date

eco mendations in para- : ' 7 _ '
graph 12 are approved. ate Auditor/Designee < w T-vr- 7%
(If disapproved, attach letter : ' ' 1 o

of expianation.) Secretary of State/Designee @ clres 00 / P S=/5-7 s~
A

_ Attorney General/Designee
AR-50—71; Rev.76 o {Reversa Side)
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